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APPLICA'T'ION FOR RECORDS RETENTION SCHEDULE O AR TN T O e P v

RECORDS MANAGEMENT DIVISlON

- INSTRUCTIONS See Publication No 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334
Attention: Schedulmg Section. - :

FOR AGENCY USE 1. Agency Address 7 FOR RECORDS MANAGEMENT USE

]

Application Date ~ |Georgia gtudent Finance Comrr]nssmn . [Acplication Number R

1 11/16/84 Georgia Student Finance Authority Division - O.ﬂ ‘

= I_/ / -—42082 East Exchange Place, Suite 200 _73 /7

pplication Number Tucker‘, GEOY‘QT a 30084 Date Received Date Completed

| 73-170 L o NOV 281984 |ppp 11925

1 2. Person to Contact ba\?\c] C..&vv}—ve_\\ Working Titie ' ‘ o Telephone Number
| David Cagt_x;e_ll_-_ o o Senlor Accountant_ _ (404)493 5435

3 Action Requested :
a. [ Establish Retention Schedule; record will continue to accumulate
b. [ Dispose of present accumulation; no further accumulation anticipated.

c. [ Amend Application No. 73 }70 .. Check One: m Change; O Supercede; O Void

4. Dates of Series 5. Records Series Title (fo/lowed by title used in office; if different)
Earliest © Latest

| 1974 _|Contineous| DIRECT STUDENT LOAN FILES
T

6. Division a'rild Office Function What is the function of the Division and the Office in which this record series is created?

THE GEORGIA STUDENT FINANCE AUTHORITY, LOAN DIVISION FUNCTION, IS TO PROCESS, GRANT AND
COLLECT STUDENT LOANS IN COMPLIENCE WITH THE LAWS OF THE STATE OF GEORGIA AND UNITED
STATES GOVERNMENT.

7. Record Series Description This file contains the following‘&ocuments (f;EIude form—bt_..:mbers antiir tifT'és, if any).
Attach samples of the file.

Documents relating to: - pEqUEST, APPROVAL , DISBURSEMENT SERVICING AND REPAYMENT OF STUDENT
~ LOANS MADE DIRECTLY BY THE AUTHORITY. -
Included are: LOAN APPLICATIONS, PROMISSORY NOTES, DISCLOSURE OF FINANCE CHARGES
FORMS, NOTICE OF LOAN GUARANTEE, STATES VERIFICATION CARDS, QUESTION-
NAIRES AMORTIZATION SCHEDULES, INSTALLMENT NOTES, AND CORRESPONDENCE

File is arranged: ALPHABETICALLY BY NAME OF STUDENT.

Tmﬁth-hrﬁgf“eré'nﬁ ﬁ;t; " How often are records referred to which are: - o ‘
One to six monthsold __10 ___ __; Seven to tweive monthsold oD _ Thlrteen to twenty four months old __,1__.;
twenty-five monthsandolder ___ 0 7 e

9. Annual Rate of Accumulation of Records _ )
Letter-size drawers _ 8 Legal sizedrawers " _;Shelves____ _____:Other (.?_ecify)

‘AH—50—71.‘ Rev, 76 {Oven)



vESs | NO | 10. Questionnaire (Plat:e an “X" in the proper column) - -

N i
a. 1s this the official copy of the serles? o s
| X ~if not, where is it? G S : _ S
b. Does the series contain confldentual mformatlon requiring security handling? If yes, cite law or regulation. B
X 1 _ - . : _ e
X]__f cls this a vital record7 *

X d. Does this series have historical or long term research value?

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
X ~__documents be scheduled separately? '
f._1s the information contained in this series ever pgbll;hedz If yes. attach copy.
Ej Is the information contained in this series ever analyzed and/or reoorded ina summarlzed report?
[ Y X_|  _fMfves.attachcopy. _ . ____ _____
h. 1s there a duplication of this series in your offlce orin another offloe or agencv?
X 1f yes, where?

L] X | i._1s1his series for @ major MnLMMMegZ ——

X | _ . Does the record series resdlt in a ¢omputer printout?
11. Retention Requirements The fotlowing requires the series to be kept:

a. State Law years. d, Audit period years,
b. Statute of limitation : years, e. Administrative need — . ._..Years
c. Federal law 5 .. ._Years, . f. Federal retention instructions _years,

Attach copy or excert of laws or regulations. Explain admmlstratwe need

SEE_ ATTACHED EXCERT FROM FEDERAL REGISTER

oy

112. Approved Dispos'iti(;lﬂ Instructions This agency ‘recommends that the file series be cut off at the end of each:

| Agengy Head/Designee (Signature) |  Date |1 @dsM nagement Officer (Signatyrel- ] Date |

" ;(ZM.‘Q,O /f;é 1)28 /94

X (/1 disapproved, attach letter

O Calendar Year; (1 Fiscal Year; O Other —_ .

- then,

[ Hold in the current filesarea ___ 7~ __monthis) __________ year(s) ~therr
O Transfer to local holding area; hold . _ vear{s}; then

[ Transfer to State Records Center; hold —— .= . .- year(s); then

[” Destroy.

O Transfer to State Archives for permanent retention.

& Other {Specify)

*Spoke with David Cantrell on 12/12/84 ' He stated that audit period is 6 months,
C. L S. |

" When lcan is pald in full or is determined to be uncollectible, remove from active

file and place in inactive file; cut off inactive file at end of each fiscal year;

hold in current files area 6 months then transfer to State Records Center; hold
4 1/2years, then destroy.

Ond it S\rcﬁe- au.c\ 't S comp\z."red

These instructions apply to all prior and future accumulations of the series,

VNG S

. . . r
Donald E. P{yton, Executive Director _ Ra]ph DmR 2&'}5, aﬁ}nﬁﬁs.t°)§,gﬁ§%}2‘5t'”at“é D[1)v1510n

Recommendations in para- " 1. :
graph 12 are approved. State Auditor/Designee i W B I A e

of explanation.) Secretary of State/Designee 444»444,{ WAJV‘F—" _ K / 10[ 85

: Attorney General/Designee //7/2:{
AR—60—71; Rav, 76 {Heverse Side p — VAR A




